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Georgia Ports Authority 
P. 0. Box 2406 

I G. J. Nichols 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. a NO FURTHER ACCUMULATION ANTICIPATED 

Yhat 1. t h e  iunctlm of chc offlcc I n  r h l c h  th ls  record s e r i e s  1s 
0. 

The Comptroller is responsible for the accounts of the Authority and establishes and 
He analyzes 

and checks all financial activities of the Directors meetings; is responsible for  the 
auditing and accounting provisions of all contracts, leases, and agreements of the Author- 
ity; provides protection of the assets with adequate internal control procedures and 
a-ssures proper insurance coverages f o r  the Authority's properties; and co-ordinates 
the preparation of the annual budget with the various divisions. 
monthly financial statements a r e  published and related financial and cost data repo%s 
a r e  prepared and distributed. 

- maintains accounting methods and procedures for the books of the Authority. 

Under his supervision, 

__q_ 1 . D $ S C R I P T I O I  O F  S E R I E S  - I n c l u d e  For. No L Far. Tltlc, i l  ."J .nd i f l :  rrrmgr.enl 

These files consist of five computer print-outs as follows: 1. Payroll edit, 2. Payroll 
distribution, 3. Deduction register, 4. Vacation and sick leave report and 5 .  Payroll 
register and check register. These print-outs'are filed chronologically by payroll dates. 

+e file arrangeme'nt is by weitkly pay period by month. 

A I W A L  R A T t  O? ACCUMULATIOI 

AVERAGE DAILY REFKRLICES 
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13. Is t h i s  the  Record Copy pf the  se r i e s?  'i TI [ I  I 
i 

- 
16. Does the  s e r i e s  contain' c l a s s i f i ed  information requiring securi ty  handling? [ I  13 I .  

17. Does the series document pol ic ies  and procedures o f  agency's operation-or function? [ ]  [y - - . _. 

$8. Coul the  functio be erformed i f  tp p l e s  were last o t r o  w 11 y use o 4 anfim. carts, #owever, a ve y m e  consurmng e%f&?woaf&ae required.  
19. Is the s e r i e s  ( o r  major portion of i t )  regularly microfilmed? If yes,  why? [ I  frl 
20. Does the record se r i e s  pkovide data as input t o  an EDP f i l e ?  w I 
21. Does the record s e r i e s  contain documentation produce3 -as %DP printout? "1 .R  

. . .  . .  [ I  [T 
. . .  . .  : I 

22. Is t h e  s e r i e s  affected by Federa; o r , g r a n t  funds? 

23. W i l l  there  be'~a.tiek'd for ' these  r h o r d s  10, 15 yea% from now? I f  yes;  -wEat? - ' [ ] [T 
, . -- 1 . :. ' -I -. . .  . _  - . .  . .  

~ _ * .  

.~ - -.. - .  .,, . . . .  
Y . .  

7 . -  years : ' ,  '_ 
24.- REquIREf#NTs. The .~ . following -. . requires - -  the f i l e s  t o  .. be-kept 3 

. .  
a.[]STATE ' b.[]STATVTE OF . c .  mUDIT '..' d.'[ ]FEDERAL e:[ IADMINISTRATIvE. f.[]HISTORICAL, 

: ' I 

! f , _ ,  . ,  LAW . . - . LIMITATION . PERIOD ' ' ~ LAW ' . ' .  . DECISION .. 
:c '_ - (Cite Law, -S ta tu te ,  or other reason for the retention requirement) 

A ,;: . ,  . - . ~ " ~  . .  * 
..: 

t * 
--- ~ _ . c . ~  I_- 

25. AGENCY RECOMMENDATIONS. This agency recommends t h a t  t he  f i l e  s e r i e s  be cut  off '  at the end 
of each -[]CAL,ENDAR YEAR -mFISCAL YEAR -[]OTHER ,then : 

A. [ ]Destroy immediately a f t e r  cut 
.- B.mHold i n  current fi les _ _  are' 

Arthur Ande sen and State Aliditor , then: . 
. . .  ~ ... -. . ~~. . .  L A  - - .  . . . . .  .. . . .  , 

. ~ .  2 WTransfef to/- local holding are.a hold- e a r ( s )  , ~ t h e n :  - _  1 [Ibest'roy. 
- -  
. , c .  . I A .  

Destroy. . .~ - . .  

3 [ J ~ e s t r o y  after audit ( o r  y e a d s )  a f t e r  audi t ) .  
C. []Hold i n  current f i les area indef in i te ly .  

D. []Hold i n  current f i l e s  a r e a d e a r (  s )  , then t r ans fe r  t o  Archives permanently. 
E. []Other 

(Indicate b r i e f l y  rationale for recornendations above/or write additional remarks) : 
Due to space limitations it is n e c e s s a r y  to move these f i les  to a local holding area immed-  1 ~ 

Kecommendations 

i n  Paragraph 2 5  
- 


